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1.0 FORWARD 
 
 This Manual and CD are provided to the Contractor as a quick reference to the 

administration of the Contract Documents.  Nothing in this Manual shall alter the Contract 
terms or conditions.  Should the Contractor find discrepancies between the Manual and 
Contract Documents, the Contract Documents shall govern. 

 
2.0 USE OF THE ATTACHED CD ROM 
 

The documents included on this CD are MS Word documents (.doc) and MS Excel 
documents (.xls).  All the forms may be opened from the CD. 
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 I. INTRODUCTIONS AND ATTENDANCE RECORD 
 
  The FMDC Representative initiates self-introductions of the entire Construction 

Team.  The Designer routes a Sign-In Sheet for all those in attendance. 
 
 II. REVIEW OF CONTRACT 
 

A. Contract Data Sheet 
 

1. The FMDC Representative distributes the completed Contract Data 
Sheet and discusses the following Contract terms and conditions: 

 
a. Addenda issued to the plans and specifications. 

 
b. Contract Amount – Base Bid and Alternates accepted. 

 
c. Unit Prices. 

 
d. Contract Completion Date – bad weather days and liquidated 

damages rate. 
 

e. Current status of Contract and anticipated timeframe of Notice 
to Proceed. 

 
f. MBE/WBE participation and reporting requirements, if 

applicable. 
 

B. Notice to Proceed 
 

1. Within ten (10) work days, Contractor to submit for approval per 
General Conditions, Article 5.1B. the following: 

 
a. Progress Schedule. 

 
b. Breakdown of Contractor’s Proposal (Schedule of Values). 

 
c. All materials must be approved before they are brought onto 

the jobsite. 
 

d. Within twenty (20) work days, Contractor to submit any 
desired Substitutions per General Conditions, Article 3.1. 

 
e. Prior to the first Application and Certification for Payment, 

Contractor to provide names of all subcontractors, in addition 
to those identified in the Bid Proposal, and all major material 
suppliers per General Conditions, Article 3.8.D. 

 
 III. LINES OF COMMUNICATION AND COORDINATION (Section 00700 General 

Conditions, Article 1.8; Section 01040 Coordination) 
 

A. General Guidelines 
 

1. Good communications between the Construction Team 
(Owner/Agency, Designer, and Contractor) are essential to the 
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success of this work.  Verbal requests and responses may sometimes 
be needed to expedite coordination of the work; however, all 
communication that changes the work must be documented in writing.  
The Construction Team is encouraged to use the forms on the CD. 

 
2. In addition, all project correspondence must include the Division 

of Facilities Management, Design and Construction (FMDC) 
project number.  Any special copy requirements will be identified at 
the Pre-Construction Meeting. 

 
3. The FMDC Representative is to copy the Agency on all 

correspondence, if requested. 
 

4. The FMDC Representative will conduct a Monthly Progress Meeting 
with the Designer, Contractor, Facility Representative, 
subcontractor(s), and whomever else that may be deemed necessary 
for the good of the project. 

 
B. Contractor 

 
1. All notices, requests, instructions, approvals, and claims must be 

submitted in writing to the Designer with a copy to the FMDC 
Representative.  The following forms will be used as appropriate: 

 
a. Change of Jobsite Superintendent. 

 
b. Change of Subcontractor Request. 

 
c. Off-Site Storage Request. 

 
d. Request For Information. 

 
e. Product Substitution Request. 

 
2. General Communication Items: 

 
a. Contractor to notify the Designer and FMDC Representative 

at least one (1) day before placing concrete or burying 
underground utilities, pipe, etc. per General Conditions, Article 
3.6.G. 

 
b. Post Prevailing Wages per General Conditions, Article 1.3.B. 

 
c. Contractor is to have an updated As-Built set of drawings on 

the jobsite available for his subcontractors and the Owner 
Representative per General Conditions, Articles 3.3. and 
5.4.G. 

 
d. Claims not promptly resolved by the Designer or FMDC 

Representative may be submitted to the FMDC 
Representative’s Supervisor with a copy to the Chief Engineer 
per General Conditions, Article 1.12. 
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e. The Contractor is responsible for copying and relaying all 
correspondence to their subcontractors, suppliers, and 
manufacturers. 

 
f. The Contractor shall have a Superintendent on-site at all 

times work is being performed on this Contract. 
 

C. Owner 
 

1. The FMDC Representative represents the Owner regarding Contract 
Administration.  No changes to the Contract time or amount will be 
made without a formal signed Contract Change.  The FMDC 
Representative will approve the Designer’s Request For Proposal to 
the Contractor and may issue a Notice of Non-Compliance to the 
Contractor.  The FMDC Representative will provide or obtain all 
Contract administrative approvals. 

 
2. The Agency Representative may coordinate security and operational 

issues directly with the Contractor while keeping the FMDC 
Representative informed.  Agency Representatives have no authority 
to modify the Contract or direct the Contractor’s work and must 
forward written requests regarding changes to the scope of work or 
quality of work to the FMDC Representative for action.  At certain 
facilities, coordination of some phases of work may require prior 
approval from the Facility. 

 
D. Designer 

 
1. The Designer is the Owner’s representative regarding all technical 

aspects of the Contract and as such shall interpret the Contract 
requirements, respond to Contractor’s Requests For Information, 
issue Designer’s Supplemental Instructions, and review Submittals.  
The Designer will copy the FMDC Representative and Agency 
Representative on all correspondence to the Contractor including 
transmittal letters for Submittals.  The Designer is also responsible for 
taking and distributing minutes of meetings to the Contractor, FMDC 
Representative, FMDC Representative’s Supervisor, and Agency 
Representative.  The Designer certifies the Contractor’s Application 
and Certification for Payment for payment by the Owner. 

 
E. Forms for use during the Construction Process: 

 
1. Designer’s Supplemental Instructions (DSI) form may be used by 

the Designer to clarify Contract requirements or to initiate no cost 
changes.  The Designer maintains a DSI Log. 

 
2. A Request For Information (RFI) form is used by the Contractor to 

request clarification or interpretation of the Contract Documents from 
the Designer.  The Designer’s response to the Contractor is returned 
on or with the RFI form.  Designer responses will not change any 
requirement of the Contract Documents.  The Contractor maintains a 
RFI Log. 

3. A Request for Proposal (RFP) form is used to request a 
Contractor’s price for work to be added, deleted, or to modify the 
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Contract requirements.  The FMDC Representative or Designer may 
initiate the RFP on a Contract Change form or RFP form.  The 
request shall include a description of work quantities and location.  
The Designer maintains a RFP Log. 

 
4. A Notice of Non-Compliance form is used by the Designer or 

FMDC Representative to formally document work installed that does 
not conform to Contract requirements.  Payment may not be made for 
non-complying work until the Contractor corrects the work and returns 
the form responding to the notice. 

 
5. The Contract Change form is a written legal document prepared by 

the Design Professional or Owner, which modifies the original 
Contract Documents to satisfy a requirement for more work, less 
work, or different work than originally specified or for modification of 
the Contract Completion Date.  The Owner approves the Contract 
Change and issues to the Contractor before work relating to the 
Contract Change is to begin. 

 
6. The FMDC Representative issues the Project Warranty Notice form 

after verifying the Agency report that there is a construction warranty 
problem.  The Contractor returns the form identifying the solution and 
certifying that the correction has been completed. 

 
7. A Final Warranty Report form is completed by the Designer at the 

warranty inspection, prior to the end of the Warranty period.  The 
Designer, Contractor, and FMDC Representative should be present 
at the inspection so that all parties understand any required corrective 
measures. 

 
 IV. GENERAL REQUIREMENTS (Division 1) 
 

A. Section 01020 – Allowances 
 

1. Weather allowance 
 

2. Other allowances 
 

B. Section 01500 – Construction Facilities and Temporary Controls 
 

1. Temporary utilities, toilets, etc. 
 

2. Owner and/or Contractor support facilities (field offices, storage, etc.). 
 

3. Security and Protection facilities installation (fire protection, fences, 
barricades, etc.). 

 
C. Section 01590 – Site Security and Health Requirements 

 
1. Access to the site. 

 
2. Health and traffic controls. 

 
3. Agency and Facility rules security, etc. 
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4. Site boundary. 
 

5. Other specified items. 
 
  SUPPLEMENTAL GENERAL CONDITIONS (if applicable) 
 
 V. SUBMITTALS / SHOP DRAWINGS (Sections 00700 and 01300) 
 
  During the course of the project, the Contractor is required to submit various types of 

documentation to the Designer for review.  The list below is a summary, but not 
necessarily inclusive of all items that are required.  All Submittals must be made in a 
timely manner to prevent any project delays. 

 
A. List of Subcontractors (Section 00700, Article 3.7.D.) 

 
   A complete list of subcontractors is to be submitted within ten (10) days of the 

Notice to Proceed.  This list is to include all subcontractors and major material 
suppliers that will be used on this project.  This list is to include the name, 
address, and phone numbers of the Firm along with the name of the prime 
Contact Person.  This list is submitted to the Designer with a copy to the 
FMDC Representative. 

 
B. Schedule of Values (Section 00700, Article 5.1.B.) 

 
   Within ten (10) days of the Notice to Proceed, the Contractor will submit to the 

Designer and FMDC Representative a detailed Construction Cost Breakdown 
for approval.  This will be the same Schedule that will be used on the 
Contractor’s Application and Certification for Payment.  This must be 
submitted and approved prior to processing any of the Contractor’s 
Application and Certification for Payments. 

 
C. Construction Schedule (Section 01320) 

 
   The Contractor is to submit, for approval from the Designer and FMDC 

Representative, a preliminary Construction Schedule as required by Section 
01320.  The Construction Schedule must be approved prior to processing the 
Contractor’s Application and Certification for Payment. 

 
D. Shop Drawings (Section 01300 and Section 00700, Article 3.2.) 

 
   Shop Drawings are to be submitted in accordance with the requirements of 

the General Conditions, Article 3.2. and Section 01300.  These are to be 
submitted to the Design Consultant for approval with a copy of the transmittal 
to the FMDC Representative.  Upon approval, the Designer will make 
distribution of only approved Shop Drawings to the FMDC Representative, 
Contractor, and the Agency/Facility Representative(s) in some instances. 

 
1. Number Required 

 
    The Contractor is to use the electronic submittal procedure that is 

outlined in Division 01300.  If electronic submittals are not used or are 
not feasible, submit sufficient quantity for the Contractor’s use along 
with four (4) copies for use by the Owner and Designer.  All Shop 
Drawings must be submitted prior to processing the third Application 
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and Certification for Payment or as per a Schedule of Submittals 
approved by the FMDC Representative. 

 
2. Deviations 

 
    The Contractor shall clearly indicate by separate letter any deviations 

from the drawings and specifications. 
 

3. Per Division 01300 – Submittals, Shop Drawings must include: 
 

a. Date of Submission. 
 

b. Name of Project. 
 

c. Location of Project. 
 

d. Division of Work. 
 

e. State Project Number. 
 

f. Name of submitting Contractor. 
 

g. Name of subcontractor. 
 

h. Indicate if “as specified” or if “approved as an acceptable 
substitution”. 

 
4. Time of Approval 

 
    Contractor must submit with ample time for review, possible 

resubmittal, and approval. 
 

5. Substitutions 
 
    Contractor must submit substitution requests on the Product 

Substitution Request form prior to approval of Shop Drawings.  
Approval of substitutions after Award is made at the discretion of the 
Designer or FMDC Representative. 

 
6. Samples 

 
    The Contractor must submit samples of all items requested or 

required by the specifications in accordance with Section 01300, 1.6.  
Use the Piping Pressure Test Report form at time of test, as 
applicable. 

 
 VI. CHANGES IN THE WORK (Section 00700 General Conditions, Article 4) 
 

A. Introduction 
 
   In accordance with the General Conditions, Article 1.2., the Contractor, 

although not shown, shall perform any incidental work obviously necessary to 
complete the project within the scope of work defined by the drawings and 
specifications.  Changes necessary for corrections required ensuring proper 
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functioning of the Facility and for revisions arising from unanticipated 
conditions encountered during construction are justifiable changes. 

 
B. Contract Change Initiation 

 
   A Change may originate from the Agency, Designer, or FMDC Staff.  Initiating 

a Contract Change is the responsibility of the FMDC Representative who 
determines that the Change is within the intent of the appropriation.  The 
FMDC Representative will contact the Project Manager, as appropriate, to 
confirm funds are available.  Also, if the Contractor encounters an unforeseen 
condition, receives direction from the Owner, or a response to an RFI that will 
increase the cost of the Contract, the Contractor must immediately give 
written notice to the Designer and FMDC Representative.  The Designer will 
respond in writing either advising why there is no Contract Change or 
providing a RFP to the Contractor.  After the FMDC Representative confirms 
the need for a Change and funds are available: 

 
1. The FMDC Representative shall either prepare or request the 

Designer to prepare a written RFP for the work contemplated and 
forward to the Contractor with a copy to the FMDC Representative.  
The Request shall fully identify the work to be done; however, the 
formality of the documents may vary in accordance with the scope 
and need for quick action. 

 
2. The Contractor’s Proposal shall comply with the requirements of 

General Conditions, Article 4.1.  A sample Cost Breakdown sheet is 
provided in the Forms Section.  The FMDC Representative may 
waive a Detailed Cost Breakdown for reasonably priced proposals, 
when both additional cost or credit amounts are each less than 
$5,000.  The Contractor shall include a justification of any proposed 
time extension giving the number of additional work days to perform 
the work involved after receipt of the Notice to Proceed.  If no time 
extension is necessary, the Contractor shall clearly state this in the 
Proposal. 

 
3. Upon receipt of the Contractor’s Proposal, the Designer shall review 

the Proposal and, if acceptable, recommend Contract Change 
approval to the FMDC Representative.  If the Proposal is not 
acceptable, the Designer shall negotiate a satisfactory amount and 
time for the Change, recommend force account with a not-to-exceed 
amount, or cancel the proposed change.  Work shall not be started 
without a written Notice from the Owner. 

 
 VII. APPLICATION AND CERTIFICATION FOR PAYMENT (Section 00700 General 

Conditions, Article 5.4.) 
 

A. Application and Certification for Payment Forms 
 
   The Contractor is required to use FORM A supplied by the FMDC 

Representative.  The use of Form B and Form C may be at the Contractor’s 
option, but the Contractor must supply the required information as illustrated 
on the respective forms. 
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B. MBE/WBE 
 
   Along with the submittal of the Contractor’s Application and Certification for 

Payment, the Contractor must submit a MBE/WBE Progress Report form 
indicating the status of the MBE/WBE participation, if required by Contract. 

 
C. Certified Payrolls 

 
   With every monthly Application and Certification for Payment, the Contractor 

and subcontractor(s) are required to submit a copy of the Certified Payroll for 
the prior pay period.  If this is not attached, processing of the final Application 
and Certification for Payment will be delayed until receipt. 

 
D. Updated Schedule Required 

 
   The Contractor is to submit updates showing the current schedule with the 

monthly progress Application and Certification for Payment. 
 
 VIII. SUBSTANTIAL COMPLETION (Section 00700 General Conditions, Article 5.3.) 
 
  We have a common goal to complete all the Contract work prior to the Contract 

Completion Date.  General Conditions, Article 5.3.A. defines Substantial Completion 
as: 

 
   “A project is substantially complete when construction is 

essentially complete and work items remaining to be completed 
can be done without interfering with the Owner’s ability to use the 
Project for its intended purpose.” 

 
  We will work with you to identify and reduce Punch List Items to a minimum while you 

are mobilized.  All work must be substantially complete prior to or on the Contract 
Completion Date or liquidated damages may be assessed. 

 
A. Cleanliness 

 
   Division 01710 summarizes cleanliness conditions expected before 

inspection is requested. 
 

B. Notice 
 
   Article 5.3. states, “The Contractor will request Substantial Completion 

inspection in writing ten (10) work days before such inspection and is to 
attach a list of all outstanding items known (this needs to be verified). 

 
C. At least ten (10) work days prior to the Substantial Completion 

Inspection: 
 

1. Submit Operation & Maintenance (O&M) Manuals per Article 3.5. 
 

a. Start-up and Shut-down Procedure. 
 

b. Operation Instruction. 
 

c. Equipment List. 
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d. Service Instructions. 
 

e. Manufacturer’s Certificates of Warranty. 
 

D. Substantial Completion Inspection 
 
   Designer shall identify all outstanding incomplete work items (Punch List) and 

shall then recommend to the Owner if Substantial Completion should be 
issued.  If work is not substantially complete so that the Owner can occupy or 
utilize the project for its intended purpose, the Designer will issue a list of 
items required to achieve Substantial Completion.  After Substantial 
Completion is issued, the Contractor shall provide to the Designer, within five 
(5) work days, an estimate of the cost to complete or correct identified items.  
The Designer shall review the Contractor’s estimate for reasonableness.  If 
the Contractor fails to provide an acceptable timely estimate, the Designer’s 
or FMDC Representative’s estimate shall be used for any deductions. 

 
E. Final Inspection 

 
1. At the end of the time period allowed, the Designer’s and FMDC’s 

Representatives shall inspect to verify Punch List completion.  If the 
Punch List is completed prior to the agreed upon date, the Contractor 
shall provide a written request for final inspection per Article 5.3. 

 
2. Per the General Conditions, 200% of the value of any identified items 

not satisfactorily completed within the agreed upon time listed on the 
Certificate of Substantial Completion may be deducted from the 
Contractor’s Final Application and Certification for Payment and 
retained by the Owner. 

 
 IX. CLOSEOUT REQUIREMENTS (Section 00700 General Conditions, Articles 5.3. 

through 5.4.) 
 

A. Completion of the following: 
 

1. All work including Punch List and Contract Change work. 
 

2. Specified training. 
 

3. Surplus materials and parts have been delivered. 
 

B. The Contractor is required to submit the following to the Designer: 
 

1. Final Application and Certification for Payment with adjustments for 
remaining Unit Price credits. 

 
2. Final Payment and Release Forms and/or Consent of Surety to Final 

Payment. 
 

3. Warranties, Guarantees, and/or Extended Warranties. 
 

4. Confirm Designer approval and acceptance of all Final O&M 
Manuals. 
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5. Test Reports. 
 

6. Affidavits – Compliance with Prevailing Wage Law. 
 

7. Certified Payrolls, if not already provided. 
 

8. MBE/WBE Final Report, if over $100,000. 
 

9. As-Builts (redline drawings). 
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PARTNERING 
(Section 01040) 

 
 
 I. PREFACE 
 
 No one will claim that partnering is an answer to all problems for all our projects.  It does, 

however, work effectively in many instances.  This has been proven, not only on our 
projects, but also on construction projects all over the country.  The success or failure of 
partnering lies exclusively with the project team, their dedication to partnering principles, 
and the charter commitments made by them. 

 
 The result of each partnering session will be a project charter.  This charter should be 

uniquely designed to reflect the attitudes, opinions, goals, and objectives of each project 
team.  It is to be expected that similarities will exist from project to project, since some 
goals are fairly consistent on every project.  However, each project also has its unique 
issues.  These should be reflected in the project specific charter. 

 
 II. PARTNERING AGENDA 
 
 A. What is Partnering? 
 
  Open partnering session with discussion of partnering purposes and principles. 
 
 B. The Purpose of Partnering 
 
  Explore the project team goals, objectives, concerns, and challenges.  Make a list 

of these things. 
 
 C. Results of Successful Partnering 
 
  Prepare a charter addressing the discussion items in Item 2 above. 
 
 D. Communications 
 
  Define a problem-solving mechanism. 
 
 E. Dispute Resolution 
 
 F. Discussion 
 
 G. Charter 
 
 H. Reinforcement 
 
 III. MEETING 
 
 A. What is Partnering? 
 
  Partnering is an effort by all stakeholders (stakeholder is broadly defined as any 

person or entity having a financial or operational interest in a project) to join their 
respective skills and abilities for the overall benefit of all parties in the completion 
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of any project.  Each stakeholder has the responsibility in partnering to do the 
following: 

 
  1. Listen to the concerns and perspectives of each other stakeholder. 
 
  2. Recognize and acknowledge that each stakeholder is involved in the 

project to make a profit or reap a benefit. 
 
  3. Acknowledge that one of the project goals is to deliver a quality product 

on time, on schedule, and within budget. 
 
  4. Make every effort to resolve disputes or other issues at the field level, 

whenever possible. 
 
  5. Create a win-win situation for the benefit of all stakeholders. 
 
  Partnering is not a legal obligation.  It is an individual, moral commitment to 

excellence.  Partnering is a way of doing business.  It is not the only way business 
can be accomplished.  Like anything worth doing, it requires work and 
commitment of all parties involved in order to be successful.  We have found, 
however, that partnering has many advantages over what seems, at times, to 
have become a standard way of doing business in our industry.  Adversarial 
relationships rarely benefit all parties involved. 

 
  The partnering concept is not a new way of doing business.  Some have always 

conducted themselves in this way.  It is going back to the way people used to do 
business when a person’s word was their bond and people accepted 
responsibility for their own actions.  Partnering is not a contract, but a recognition 
that every contract includes an implied covenant of good faith. 

 
 B. The Purpose of Partnering 
 
  The purpose of partnering is to develop understanding and respect for the goals, 

roles, and objectives of each partner (stakeholder).  By gaining such 
understanding and respect, each of us can eliminate the “me” attitude, create a 
“we” attitude, and contribute innovative solutions that are more likely to benefit 
group objectives and fulfill the responsibilities outlined above. 

 
  Each project carries with it certain tangible benefits…such as profit, improved 

operational capability, personal advancement, etc.  Are there less tangible 
benefits that result from projects?  What about personal pride or satisfaction?  
What about reputation enhancement?  What about working relationships?  What 
about future business? 

 
  “We” approaches to problem-solving are almost always more effective than “me” 

approaches.  It only stands to reason that we would all choose the approach to 
problem-solving that is most effective.  It is clear that some amount of problem-
solving is required on every project.  This being true, a collective “we” approach, 
which can be nurtured by the partnering process, can result in a benefit to each 
stakeholder. 

 
  While the contract establishes the legal relationships, the partnering process 

attempts to establish working relationships among the stakeholders through a 
mutually developed, formal strategy of commitment and communication.  It 
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attempts to create an environment where trust and teamwork prevent disputes, 
foster a cooperative bond to everyone’s benefit, and facilitate the completion of a 
successful project. 

 
  If partnering has the potential for helping a project to successful completion and 

benefiting every stakeholder, why not try?  To defeat partnering, one only needs 
to do nothing.  Without effort, partnering cannot succeed.  The real question is 
why try to defeat something that might help you and your organization? 

 
 C. Results of Successful Partnering 
 
  1. Working together to efficiently achieve project goals. 
 
  2. Providing the Owner with a quality product, on time and on budget. 
 
  3. Building a team that understands the project details and has very few 

disputes. 
 
  4. Working to resolve problems that come up in a non-adversarial 

relationship. 
 
  5. Understanding each other’s perspective and working to achieve common 

goals. 
 
  6. Make money due to a created non-adversarial, win-win attitude, but not at 

the expense of another member of the project. 
 
  7. Not “my” work, but “our” work attitude. 
 
  8. A shared responsibility to answer inquiries quickly and thoroughly with 

appropriate documentation on a timely basis. 
 
  9. Mutual agreement on a schedule of work. 
 
  10. Dedication to work out problems without escalation to other levels of 

management.  Resolve issues together before they get bigger. 
 
  11. Find the common ground among all stakeholders and keep a clear 

channel of communication open to resolve disputes or other issues 
quickly. 

 
  12. Understand each other’s position first, then work through any problems 

for a common goal. 
 
  13. A way of doing business on trust. 
 
  14. A way of reducing litigation by getting the right people together to solve 

problems and resolve issues at the jobsite. 
 
  Partnering is not the only way, but it is one way to help achieve the above 

benefits for all stakeholders.  All these benefits can accrue in a more harmonious, 
less confrontational process, and, at completion, a successful project without 
claims and/or litigation. 
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 D. Communications 
 
  Can this or any project be built without communication?  Unless you plan to 

manufacture the nails, mill the wood, perform the design, and do the construction 
totally alone, the answer must be no.  What is communication?  It is the giving or 
exchanging of information.  In order to give or exchange information, more than 
one person must be involved.  Communication can occur verbally, non-verbally, 
or in written form.  Every act of communication on a project is important.  Each of 
us sends messages to others every day.  It is true that how we say or 
communicate messages is often as important as the message itself.  An angry or 
bored tone of voice, gesture, or written communication will often be perceived by 
the recipient differently than a communication which is transmitted calmly and in a 
non-threatening manner. 

 
  What kinds of communication will we have on this project?  Verbal?  To be sure.  

Non-verbal?  Of course.  Written?  Many.  Some communications have already 
taken place.  The specifications have been written, the drawings have been 
drafted, bids have been accepted, etc.  All of these communications are important 
not only at the time they were made, but throughout the project.  We will have 
other communications as the project goes forward.  Shop Drawings, RFPs, RFIs, 
and DSIs are all communications.  Many non-verbal and verbal communications 
will take place before the end of the project. 

 
  Although ineffective or negative communications are still communications, they 

are far less desirable than positive and effective communications.  Positive and 
effective communications require hard work.  They will, however, help contribute 
to a successful project for all stakeholders.  In order to be positive and 
effective, communications must be clear and concise.  Sometimes this may 
result in a few additional words just to make sure that thoughts are properly 
transmitted. 

 
  It is also important to note that communications must be timely in order to be 

effective.  (Some projects establish specific timeframes for response time to 
RFPs, RFIs, and DSIs.)  Each of us should be careful in our prioritization of 
communications.  Be sure to respond first to communications from others, which 
require your action before actions by others can take place.  Be constantly aware 
that every communication is important.  Keep in mind that every communication 
has the opportunity to harm the project if not sent and received clearly, concisely, 
timely, and positively. 

 
 E. Dispute Resolution 
 
  Another of the benefits of partnering is to create a non-threatening atmosphere for 

dispute resolution.  Even though the General Conditions of the contract prescribe 
a formal method for dispute resolution, partnering should allow for communication 
between the parties to understand each other’s position on a less formal basis.  It 
is hoped that the individuals representing each stakeholder can work together to 
solve project problems to the point that formal disputes are totally eliminated. 

 
  The attached “Quality of Relationships” chart shows that relationships between 

different parties take on different characteristics depending on trust and 
cooperation.  Usually when relationships have high trust and cooperation (upper 
right-hand corner of the chart), work accomplished between parties is very 
successful and productive.  On the other hand, if there is low trust and 
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cooperation (lower left-hand corner), work between parties is not successful and 
is unproductive.  In this low area more time is spent by parties trying to position 
themselves for reducing blame than concentrating on how to finish the project 
successfully.  If disputes are allowed to escalate, the only winners are the 
lawyers.  Partnering, therefore, is a pro-active step by all parties involved to move 
project relationships toward the “upper right-hand corner”. 

 
 F. Discussion 
 
  In addition to the things contained in the prepared text, discussion should be 

generated regarding the goals and objectives of each member of the project 
team.  Discussion should, also, be generated to determine specific project 
challenges (schedule, complexity, site conditions, coordination, phasing, etc.) and 
how they may affect each project team member.  These discussions should lead 
quite naturally to the development of your charter. 

 
 G. Charter 
 
  Below are several typical partnering charter statements, which have been 

developed over many projects and much time.  We need to choose 10 to 12 
statements that express what we, the partners on this project, want to use as our 
commitment statements for this project.  These can be re-worded to fit a specific 
project.  Additional statements can be added to this charter, which do not appear 
on this list.  The intent of the list is only to make it easier to develop a charter. 

 
  The charter becomes the commitments that the partners on a project make in an 

attempt to create a successful project for all stakeholders. 
 
  When the A/E Agreement and Construction Contract are signed, they become 

the commitment of the respective firms’ executives and the Owner to fulfill their 
contractual obligations.  When the charter is signed, it is the commitment of the 
partnering team members, individually, to live up to and support the charter 
statements.  In essence, it is your bond, your integrity, and your reputation on the 
line to support the charter.  Your signature on the charter should not be offered 
nor taken lightly. 

 We will strive to reduce red tape to the maximum extent possible. 

 We will process information requests expeditiously. 

 We will strive to maintain schedule and budget. 

 We will address project issues expeditiously. 

 We will conduct a project with few or no disputes. 

 We will strive to return a profit or reward for all partners. 

 We commit to a quality project in which we can all be proud. 

 We commit to conducting a safe project with no injuries. 

 We commit to respect the opinions and concerns of other partners and treat 
them with the same attention as our own. 

 We commit to doing the right things in addition to doing things right. 

 We will strive to remain ever mindful of our partnering agreement. 

 We commit to thoroughly review questions as they come in. 
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 We will bring monthly progress meeting minutes for review. 

 We will get our consultants more involved. 

 We shall avoid technical jargon during discussions with Agency 
representatives. 

 Follow up and update the schedule to ensure that we meet the deadlines. 

 Stay in focus – we all have the same common goal. 

 We will communicate our needs and changes as quickly as possible to the 
appropriate people. 

 We shall strive to maintain open lines of communication. 

 We will strive to be more cooperative team players. 

 We will strive to follow chain of command. 

 We will strive for prompt responsiveness and performance. 

 We will strive for quality and accuracy of work. 

 We will strive for flexibility and cooperation with others. 

 We will strive to honor commitments with others in a timely fashion. 

 We will strive to plan ahead. 

 We will exhaust ourselves to assist in problem resolution and support project 
safety. 

 We will strive to provide personnel and resources to complete the project 
within budget and project requirements. 

 
 H. Reinforcement 
 
  Partnering requires a continuing commitment – not just a one-time visit.  In order 

for partnering to succeed, it is necessary to revisit the commitments made and 
provide reinforcement through the entire length of a project.  In monthly project 
meetings, the agenda should include some time to discuss the charter 
commitments made and a challenge to determine how well the stakeholders feel 
they and other stakeholders are doing in fulfilling these commitments.  Make 
charter adjustments, if required. 
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QUALITY OF RELATIONSHIPS 
(Partnering Graphics) 
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CONTRACT ADMINISTRATION FORMS INDEX 
 

FORMS ARE ON CD 
 
 
 
 Revision 
 Dates 
 
Affidavit – Compliance with Prevailing Wage Law 02/05 
Application and Certification for Payment–Form A – 2 pages 02/05 
Contract Breakdown and Extensions–Form B – 2 pages 02/05 
Stored Material Breakdown–Form C – 2 pages 07/04 
Certificate of Partial Occupancy / Substantial Completion 04/05 
Change of Jobsite Superintendent Request 03/05 
Change of Subcontractor Request – 2 pages 03/05 
Consent of Surety to Final Payment 03/05 
Contract Change – 2 pages 03/05 
Contract Change Detailed Breakdown – 2 pages 08/04 
Contract Change Log 03/05 
Contract Data Sheet 08/02 
Designer’s Supplemental Instructions 04/05 
Designer’s Supplemental Instructions Log 02/05 
Final Receipt of Payment and Release 03/05 
Final Warranty Report 04/05 
MBE/WBE Progress/Final Report 05/05 
Notice of Non-Compliance 03/05 
Off-Site Storage of Materials – 2 pages 03/05 
Partial Receipt of Payment and Release 03/05 
Piping Pressure Test Report 03/05 
Product Substitution Request – 2 pages 03/05 
Project Warranty Notice 03/05 
Reduction of Retainage Request 03/05 
Request for Information 03/05 
Request for Information Log 03/05 
Request for Proposal 03/05 
Request for Proposal Log 03/05 
Sample Schedule – 6 pages 06/04 
Substantial Completion Inspection Request 03/05 


